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1. My Profile, Tutorials and Contextual Help

My Profile

When registering on ITM Platform, you will receive an email containing a URL address and your log-in details €.

ma, 16/09/2014 11:08

| notifier@itmplatform.com o
. . Welcome to ITM Platform

Para communication@itmplatform.com

Hi David, thanks for registering with [TM Platform. Here is the information you will need to access your account:

«  Your work environment: http://demo itmplatform.com/AutologinTrial. aspx?ld=f+NYgf787Jw=

* Login: communication@itmplatform.com
o Password: c123456

You will access a complete example environment.
These credentials are also valid to access [TM Platform from your mobile device. Download the app in:

« Android: https://play.google.com/store/apps/details?id=com.[TMPlatform.[TMmobile
« Apple iOS: https://itunes.apple.com/us/app/itm-platform/id835864345?I=es&ls=1&mt=8

And now we are going to make it easy for you to take full advantage of [TM Platform in the shortest time:

* Online personalized sessions in spanish: register at http-//www.itmplatform.com/es/sesiones-demostracion
« [f you are interested we could offer you a personalized session in english with one of our experts to answer your questions and help you adapt ITM Platform to your needs.
+ Help and tutorials that will help you to take first steps in an easy way.

Plus, of course, our support team at your service support@itmplatform.com
Best regards,

The [TM Platform team

Access the ITM Platform environment and enter your log-in username and password @.

AV ITM Platform | Global Teamwork Solutions

Login Area

Login Name {email amres:}:[ itm@itmplatform.com Password: *

Forgot Password?

+ Login

Your username will be the email address you used when registering, the one to which system notifications will be
sent.
Your profile data and password can be changed €):

Please consult the Help section or view the Tutorials on ITM Platform via the contextual Help button 3
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B3 Wy Servces 11521308000 Atocate resources for development stage-New | 0/11,
[ My Tasks & Activises TA5213080022 Gather market information-New product /ne | 0¥121
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T-1520:13080035  The resources of the pilot phase-New product Bl 06/204

Disler: All Messages ~

s Julio Cline

9% Change Password

© Logout

Direct Messages

1ask?

Send Direct Message 09 September 2013 15:40:48 Wednesday. February 04, 2015 015
Tuesday, February 03, 2015 015
(L) Show one more comment Saturday, January 31, 2015 015
=0 AT = Frday, January 30, 2015 015

ul Access Accounts keeps ra andnas ol
‘ 09 September 2013 15:96:35 Thursday, January 29, 2015 015
Wednesday, January 28, 2015 045
Taam Member Okay. | wil deal wih updating the project budget 1o Include all purchases Tuesday, January 27, 2015 045
Delete - 09 September 2013 15:46:36 ‘Sokirdey, Jarsiary 24, 2015 oS
Vawmon.,
Curont Manth w200
Previous Month w88

Organize by: - Comments Date ~

Task: Define preliminary resources

Project: Software application development

Tutorials

Consult the video tutorials and guides by accessing the Tutorials option Q via the Help button
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http://www.youtube.com/user/itmplatform

The Home page will provide access to all the features you need and will display important information about your

work. The main elements are shown below:

©

2
Q™ Piform & &l 2 ) e
Progas# & Portfolio |, e ey
= o Schedule
MY DESKTOP

h T-1523-13080067 'Wait and see” stage-New product line 10/214 | e

1-1523-13080003 |  The idea of the product desc! roq 01/014 & |
28 My Projects £ o2 2 f ) L

T1-1523-13080005 Preliminary investigation stage 01/14; | =
oo |

My Services 1152313080007 Develop preliminary research pian-New prod, 01/14) | =
I
& My Tasks & Activities T-1523-13080012 | Evaluate interal product-New product line o011l E\
) & 5 4/02; | —————,

O My Timesheet T-1523-13080021 Market evaluation 04/02

1-1523.13080028 | Create prototype-New product line o014 | —

e | -

< - | IR »

My Board Today e
AlM Direct M Tasks and Activities
e3580es rect Messages The preliminary budget
v Equipment
Display:  All Messages ~ Organize by: Comments Date ~
Determine the scope of the project
Confirm product specifications
Programs, Projects and Services
Julio Cline Task: Define preliminary resources Software application development

Project: Software application development
Who places the purchase orders for the materials to perform this task?

Send Direct Message -

() Show one more comment

‘ Full
ﬁ Team Member Okay. | will deal with updating the project budget to include all purchases
Delete - 09 September 2013 15:46:36

s Accounts keeps track of all the purchases made and has an access role allowing them to do this.
er 2013 15:46:35

Menu: Access all the other options from here.

Search: Find anything you need by typing in this text box.

Manager.

@ ©® 606006
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New product line

‘Wednesday, February 04, 2015 0:15
Tuesday, February 03, 2015 0:15
Saturday, January 31, 2015 0:15
Friday. January 30, 2015 0:15
Thursday, January 29, 2015 0:15
Wednesday, January 28, 2015 0:45
Tuesday, January 27, 2015 0:45
Saturday, January 24, 2015 0:45

View more...
Current Month §2:00
Previous Month 26:45

Talkbox: Use this to post a comment that you wish to share from any ITM Platform screen.

Tasks: View the tasks assigned to you instantly and at a glance. The vertical stripe is today.

Today Panel: A list of tasks and projects that are active today. The & icon means you are the Task

Communication Panel: All your communications - both public and private - classified by element.



3. My Tasks and Ac

es

The “My Tasks and Activities” section @ (or just “My Tasks” for Projects & Teamwork) is an information hub on the
assignments received by the Project Manager.

All tasks will be shown by default, but the list can be filtered to only show those of most interest to you at any given
time. In this example, we have opened the filter section Q and selected those tasks that end before a certain date
and currently have a status of “Ongoing” €), which produces a list with the tasks that meet these conditions @.

Y ITM Piatform

Progs#is & Portfolic

MY DESKTOP
h Home
2R My Projects
B8 My Services

C @

O My Timesheet

‘QRH\

2

P Filter

Task/Activity Name:

Priority: | All

Project/Service Name:

My Assigned Tasks & Activities

Taslk/Activity Name

“Wait and see" stage

Allocate resources for develo...
Analysis of competitors
Analyze customer experience
Analyze the competition
Assess the effectiveness of th...
Assess the market

Assign development staff

Assign to

Project/Service Name

& New product line
[Z New product line
| New product line
2 New product line
| New product line
[ Winter promotion
| New product line
I3 Software application development

[ New product line

Check raw materials and logis. .

lel[g/12345678910 |y

[ New product line

Page size: 10 ~

- Type: | Al

Type

Generic

Generic

Generic

Generic

Generic

Generic

Generic

Generic

Generic

Generic

Status

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

e
Normal

Normal

Normal

Normal

Normal

Normal

Normal

Normal

Normal

Normal

Team Member 2
Search. pel
Status: | All 3 5 Apply X Reset
@Al |
@) Closed 1
@ Completed
@ In Progress
(] Scheduled Export to Excel
@ StandBy
8 @) 7o do hi Ti_. Timeentry .
10721/] @) To Verity )
3/11/2014  3/12/2014 8:00 6:30 )
41212014 45512014 10:00 7:00 )
7/412014  7/10/2014  10:00 5:00 QR
1142014 1/15/2014  8:00 7:00 2
12/2012...  12/2272... 4:00 230 )
1/14/2014  1/16/2014  10:00 9:00 )
9/30/2014  9/30/2014  4:00 3:00 QR
1112014 1/14/2014  8:00 730 2
6/27/2014  6/28/2014 8:00 430 &

98 items in 10 pages

This list can also be customised into columns, with the field to be shown in each column @ selected from the drop-

down list €.

m
i
“4

Task/Activity Manager Icon
Task/Activity Name
Project/Service Name

RERE

Type

Status

Priority

Start

End

Estimated time
Actual Time
Task/Activity ID
Manager

Be®

O8N ®

| Team
| Project/Service Manager
| Project/Service ID

L C

Time entry icon

+ Apply select all

- My Assigned Tasks & Activities

Company Project/Service Code

clear default

Export to Excel

Generic
Generic
Generic
Generic
Generic
Generic
Generic
‘development Generic

Generic

Generic

|
M
4

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

In Progress

Normal

Normal

Normal

Normal

Normal

Normal

Normal

Normal

Normal

Normal

10/2172...

31112014

4/2/2014

7/412014

1/14/2014

12/2072...

1/14/2014

9/30/2014

1/11/2014

6/2712014

12/312.. 10:00 0:00 @
3/12/2014  8:00 6:30 Q
452014 10:00 7:00 @&
711012014 10:00 5:00 &
111512014 8:00 7:00 Y
1212202...  4:00 230 &
11162014 10:00 9:00 Q&
9/30/2014  4:00 3:00 &
111412014  8:00 7:30 [
6/28/2014  8:00 430 Q

98 items in 10 pages
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4, In a Project

When clicking on a project, you will find a series of tabs such as this:

- Home: providing summary information on the project and access to the Communication Panel for the
project.

- General: More details about the project, its dates and relationships with your organisation.

- Team: Information on the participants - Project Manager, the team and interested parties.

- My Tasks: tasks that have been allocated to you.

- Documents: Files or links of relevance to the project.

By clicking on a task, you will be shown a series of tabs similar to those shown when opening a project:

General Team Docs

- General: Details of the task.
- Team: The people involved in the task.
- Documents: Files or links of relevance to the task.

If you are the Task Manager (this is indicated by the } icon on the lists and by your appearance as such under the

“Team” section), you will not only be able to view the information but you will be able to edit details and gain access
to an additional section entitled “Supervision”.

General Team Effort Follow-up Docs
Follow-up: "Wait and see" stage o
Add Task Follow-up
# Task Name Description Percentage Assessment Follow-up Date Created by
1 "Wait and see" stage Automatic follow-up 29% @ Good 812712014 ITM Platform Support x

If this is the case, it is important that you fill in the supervision fields with the necessary information as often as
instructed by your organisation because this information is needed for advancing the project and the programmes
and the portfolio.

General Team Effort Follow-up Docs
Follow-up: "Wait and see" stage

Task Manager: Travis Orellana,Full Access
Assessment: | Good v e

* Short Description: 5 tomatic follow-up

Detail Description: = =
($a@9-0-3-8B 7 U=
PR

‘._ = i

1]
Tl
]

‘ Paragraph St... '| Font Name ‘I S‘:e" A&~ ‘

* Percent Completed: 21 #  Update % complete of parent elements

* Follow-up Date:  8/27/2014 B #| Create an automatic project follow-up

Please consult the Help section or view the Tutorials on ITM Platform via the contextual Help button 7



Each member of a team can fill in the number of hours dedicated to their assigned tasks in one of two ways: weekly
or for arange of dates.

Click on “Time Sheet” @ from “MY DESKTOP” and indicate the time used in the box corresponding to each day of
the week @):

= Team Member 2

Y ITM Platform

Progles#S & Portfolio

Search pel

o wy Timsoot

MY DESKTOP
# Home .
BB My Projects My Timesheet e
B8 My Services B} Previous Week Week Next Week [

[ My Tasks & Activities ProjectiService Name Prev acc ime 0?‘4:9 0%‘8:1: 1&:" Hep ’Z;Sn"' 1:2? HS},S:p Tm",,:e =
(o) < @ New product line 250:15  0:00 0:30 0:30 0:30 0:30 0:30  0:00 2:30 252:45 =
Confirm product specifications 400 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 4:00 =
Equipment 230 0:00 0:30 0:30 1:00 330 =
I::S;::;test new equipment or modification of 0:00 0:30 0:30 030 0:00 130 130 =
v E Software application development 21:15  0:00 245 6:00 130 130 130 0:00 1315 3430 =
Determine the scope of the project 330 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00 330 =
The preliminary budget 245 000 245 245 5:30 815 =
bO:égier;)aDDruvals to proceed (concept, schedule and 0:00 315 315 315 -
Functional specifications 0:00 1:30 1:30 1:30 0:00 430 430 ]

Total Work Hours
Unassigned time

Overtime

Or allocate hours to daily tasks for a range of dates from the “My Tasks and Activities” section €) by clicking on the
“Time Sheet” icon @, selecting the dates and indicating the hours dedicated to the task.

g ITM Piatform & Team Member ?

Progias#iS & Portfolio i Search pel

MY DESKTOP # Fitter sitr sppied

h Home. Task/Activity Name: Project/Servics Name:

Priority: | All - Type: | All - - + Apply X Reset

Bg My Projects

oo My Services
C e My Assigned Tasks & Activities

O My Timesheet Export to Excel

Task/Activity Name Project/ Service Name
"Wait and see” stage [ New product line Generic In Progress Normal 10/2172... 1213172, 10:00 0:00 Travis Orellana, .. &
Allocate resources for develo... E New product line Generic In Progress Normal 3/11/2014 3112/2014 8:00 6:30 Travis Orellana &
A

& New product line - Time Entry 8 peric In Progress Normal 4/2/2014  4/5/2014  10:00 7:00 Travis Orellana &

eric In Progress Normal 71412014 7/10/2014  10:00 5:00 Travis Orellana uj. o
TaskID:: T-1523-13080051
o P e eric In Progress Normal 1/14/2014  1/15/2014 8:00 7:00 Travis Orellana &K
Task Start Date: 812212014
Task Duedate: 107212014 eric  InProgress  Normal 122012...  12/2212... 400 2:30 Victoria Snelling &
Date Worknitiated: | 9192014 View All Enlres for Selected Dale
eric In Progress Normal 1/14/2014  1/16/2014  10:00 9:00 Travis Orellana &K
Date Work Ended:
eric In Progress Normal 9/30/2014  9/30/2014  4:00 3:00 Julio Cline &
Start Time: 0 v StartMinutes: v
eric In Progress Normal 1/11/2014  1/14/2014 8:00 7:30 Travis Orellana &
End Time: o ¥  End Minutes: 0 v
eric In Progress Normal 6/27/2014  6/28/2014 8:00 430 Travis Orellana &
Calculate | Totl Hours 0:0
98 items in 10 pages
Please fill the mandatory fields marked
—
em e

You can also use the ITM Platform Mobile on your mobile device to fill in the time sheets.

Please consult the Help section or view the Tutorials on ITM Platform via the contextual Help button 8




6. Social Communication System

ITM Platform has a corporate social communication system that is similar to the well-known social networks but with
the difference that these conversations are classified by topic (project, task, etc.) and only those with access to the
items being discussed will have access to the corresponding conversations.

To start a conversation about a certain item, simply type something into the talkbox @ and the system will
automatically classify your comment according to the corresponding item.

( ITM Piatform ‘e; . o

Progta¥is & Portfolio
Project: New product line

Lt my Tasks (I

#A Home General Team Docs

Db
6o General

2l My Services
Task Name: Laboratory product

N 80y Tacke 8 Actiuitioc Task No: T-1523-13080011
‘e In this example, the comment relates to the
E About: . /Task: Lab t duct ~ " " u"
o I e . Add Roof” task for the “New Warehouse
|9k we need more collaboration with this task| " .
My Frojects Construction” project. Once checked, the
Project message will be visible to all those users with
. _ J access to said task. From then on, any of them
[ Project <% Share can reply and enrich the conversation.

You will be able to make the following types of comment:

— General comments for the whole system

— Specific comments on a certain project (only visible to the members of the team on that project)

— Specific comments on a certain element of the project, such as “Risks” or “Budget”

— Specific comments on a certain task (only visible to those involved in the task and the Project Manager)
— One-to-one comments, as is the case with any IM system

By default, you will also receive an email with the content of the comment in the messages you have posted, as well
as all those in which you have participated.

Project & Service Manager Task: Assign

P e T On the “Home” page, you will find all the
VWiho places the pschaseorder e materals o perom his sk messages to which you have access. These can
o be filtered, searched and replied to @, or you
can send direct messages €) that will only be

[ David Martin Act;m?s keeps frack of all the purchases made and has an access role allowing them to do this
& Delete 4

R Q . N visible to the recipient. Your panel will also show
e T all the automatic system-generated messages,
“"“"““9 such as those relating to task or project

[ comment [EECRR assignments.

Please consult the Help section or view the Tutorials on ITM Platform via the contextual Help button 9



7. Mobile App

Any user of ITM Platform can install the mobile app and gain access to their environment, projects, time sheets and

Communication Panel.

(Y ITM Platform globalCorp360EN

(a5 ]
I ©)
Projects Tasks Timesheet

All Messages Direct Messages

Victoria Snelling
z Item: Risks
: Project: Customer service department

Some people will not be available because they have been
assigned to the improvement program, We have open

view more e

m Edwin Ackerman Fine, Who is the nisk manager?

Full User | am, 1 think we also need to address the
r contingency plan, 1o handle delays if they arise. |

have prepare... view more

Delete

Time Sheet

To do so, search for “ITM Platform” in the app store of your mobile
system and install the app.

Once installed, you will be asked to enter your username and password.
If you are registered at more than one organisation, you will be able to
select the relevant one each time you log in. You will also be able to
switch servers if you use one other than app.itmplatform.com.

When launching the app, the upper section @) will display the talkbox
for starting conversations and accessing your profile by clicking on the
photo.

The main menu @ will provide you with access to the Home page (in
the image), the projects and tasks assigned to you and the time sheet,
from where you can consult and create new entries.

The main section of the “Home” page displays the communication
system @), which operates in a similar way to the web application -
allowing you to create, read and comment on public and private
messages.

From your mobile device, you will be able to report the hours dedicated to || GGG

each task and even use a start/stop counter Q which can be started (QITM Platform globalCorp360en

when you start the task and stopped when you finish the task.

L B G O

Home Projects Tasks Timesheet

Various other items of information are also available that will help you

better position the projects and tasks to which you are assigned, such as
the project team @) or the general information section.

New industrial unit construction > Form the walls of the
basement

& Time Entry

3-7-2014

£) General
T @
T &4 B

Travis Orellana Full Uses Marga Simon

Please consult the Help section or view the Tutorials on ITM Platform via the contextual Help button 10
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